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UNITED  STATES  DEPAxlTlMJT  OF  AGRICULTURE 
^    ^yj  DIRECTOR  OF  INFORI^ilATIOW 

'  Washington 

July  1,  1946 

OFFICE  OF  Il^ORIvlATION  IJEMORANDUI^I  NO.  82 

Preparation  and  Publication  of  Annual  Reports  for  the  Fiscal  Year  1946 

Anticipating  the  preparation  of  Annual  Reports,  a  meeting  was  held  June  12 
at  which  representatives  from  this  Office  and  the  bureaus  and  Mr.  George 
Beauchamp,  of  the  Bureau  of  the  Budget,  were  present.     The  subject  was 
thoroughly  discussed  from  the  standpoint  of  postwar  conditions  and  needs  in 
relation  to  the  service  rendered  by  annual  reports  and  tlie  information  they 
disseminate. 

As  a  result  of  that  discussion  and  the  viewpoint  of  this  Office  concerning 
the  subject  and  because  questions  have  been  raised  about  the  various  aspects 
here  mentioned,  the  following  points  may  be  considered  as  guideposts  in  the 
preparation  of  reports  this  year. 

1.  The  determination  of  number  of  pages  will  rest  on  the  basis  of  need  and 
the  number  of  pages  required  adequately  to  treat  the  subject.  In 
general,  reports  should  be  written  concisely  to  hold  down  their  length. 

2.  Amendment  No.  212,  Department  Regulation  1412,  promulgated  by  the 
Secretary  August  17,  1945,  provided  for  the  usg  of  illustrations  if 
they  are  necessary  and  relate  entirely  to  the  transaction  of  public 
business.     The  understanding  is,  however,  that  for  the  present  the 
illustrations  will  be  confined  to  uncolored  maps,  drawings,  or  charts, 
and  that  photographs  will  not  be  used. 

3.  The  language  used  must  not  be  too  technical  for  the  general  reader 
(Regulation  1412), 

4.  Because  of  the  expense  and  the  continued  paper  shortage,  only  plain 
self-covers  will  bo  used. 

5.  Tables  of  contents  may  bo  used  if  deemed  necessary. 

6.  There  is  no  law  requiring  that  Annual  Reports  of  all  bureaus  be  printed. 
They  are  required  to  be  prepared,  howvor,  and  subnittod  to  the  Secretary, 
who  will  determine  v/hich  ones  may  be  printed. 

7.  Reoorts  not  printed  may  bo  mimoographod  if  deemed  nocossary. 

8.  Those  which  arc  to  be  printed  will  bo  editorially  reviewed  in  this 
Office. 
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9,    The  format  will  be  the  usual  octavo  size  and  the  material  will  be 
printed  in  plain  standard  10-point  type  on  calendered  paper. 

10,     The  law  states  that  Annual  Reports  must  be  submitted  to  the  Public 
Printer  on  or  before  the  first  day  of  November;   in  order  to  provide 
for  the  editorial  review  and  get  them  to  the  Printer  on  time,  the 
Department  Regulations  provide  for  them  to  be  subnitted  to  the 
Secretary  not  later  than  September  15.    This  .OfjCP-ce  v/ill  grant  an 
extension  of  time  only  in  such  cases  as  seem 'absolutely  necessary. 


Keith  Himebaugh 
Director  of  Information 


